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 
 
 
 
To obtain a link and shortcut instructions to access TimeWizard, send an 
e-mail to Debbie Green at greendeb@mail.nih.gov 
 
 
 
 
 

TimeWizard does not prompt you 
to save your timesheet. Please 
remember to save your timesheet 
when making entries. 
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Accessing Your Timesheet 
 
To access your timesheet, click on the Timesheet Login shortcut you 
created on your desktop. 
 
 

• Enter “s a” followed by your 5-digit SAIC-Frederick employee number 
in the Login ID box, and in lowercase letters, enter “password” in the 
Password box. Then either hit the “Enter” key on your keyboard or 
click on the “Login” button. 

• The next screen is your employee TimeWizard home page. 
• You must change your password once you have logged into 

TimeWizard. 
 
 
 

 
TimeWizard Login Screen 
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Employee’s TimeWizard Home Page 
 
From your employee home page, you are able to gain access to your 
timesheet and change your password. This page also shows you the 
approval status of your submitted timesheets. 
 
 
 
 
 
To change your password, click on “Change Password” in the lower left-
hand corner of your home page, listed below Personal links. 
 
 
 
 
 
 

 
TimeWizard Employee Home Page 
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How to Change Your Password 
 
 
                                                

• Enter your password in the first Password box. 
• Enter your new password in the New Password and 

Confirm New Password boxes. 
• Password length is four to twenty characters. 

o Do not begin or end your password with the 
letter “a.” 

o Do not begin with a number or CAPITAL 
letters. 

o You may use a mixture of numbers and letters. 
• Passwords must be lowercase. 

Change Password Screen 

 
 
When choosing your password: 

• Refrain from using personal information, such as names of family 
members, or addresses. 

• Do not use words directly from the dictionary. 
• Use a combination of letters and numbers. 
• Use a common word, but misspell the word. 
• Make it easy to remember, but difficult to guess. 

 
If you forget your password, please call one of the 
following TimeWizard administrators: 
 Debbie Green 301-846-5545 
 Debbie Christ 301-846-1526 
 Courtney Kennedy 301-846-5173 
 

 
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Recording Hours on Your Timesheet 
 
 
To retrieve your timesheet, click on “Timesheet” in the upper left-hand 
corner of your home page. 
 
 

 
 
 
Before recording hours on your timesheet, verify that the current pay period 
ending date is displayed in the upper right-hand corner.  Hours must not be 
entered in advance unless you are on company travel or scheduled leave. 
(Company travel must be recorded in the note section of the timesheet.) 
 
 

 
Employee's Electronic Timesheet 
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Center numbers and leave accounts appear on the left-hand side of the 
timesheet. Vacation Leave, Sick Leave, and Credit Leave (if applicable) 
balances are shown on the right-hand side of the timesheet. 
 
When recording hours worked or leave taken, enter the hours in the boxes 
directly below the dates. Charge your time to the appropriate center or 
leave account number. After entering your hours for the day, click on the 
“Save” button on the toolbar. 
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Accessing Available Center Numbers or Leave Accounts 
 
To view and access center numbers or leave accounts that you are 
allowed to charge, place a  in the box located on the left-hand side of 
the center number and click on the “Expand” button on the toolbar, or 
click on the  sign next to the activity, on the left side of the timesheet. 
 

 

 
Collapsed Timesheet 

 

Highlight the correct center or leave account number, and record hours on 
the appropriate day. 
 

 
Expanded Timesheet 
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Recording Overtime Hours – SCA Employees Only 
 
Overtime is calculated on actual hours worked in excess of 40.0 hours within 
the workweek (scheduled holiday hours count as hours worked). 
 
Once the employee’s work hours exceed 40.0 hours, overtime is recorded. 
 
 

 
Recording Overtime Hours 
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Submitting Your Timesheet 
 
After recording your hours for the pay period, save your timesheet and 
submit for approval. 
 
Timesheets must not be submitted before noon on Thursday of the 
processing week unless you are on scheduled leave or company travel. 
(Company travel must be indicated in the note section of the timesheet.) 
 

 
 
 
 
 

 
To submit your timesheet: 
Click on the “Submit” button on the toolbar. 
 
• If your timesheet is in compliance with 

the company’s Policies and Procedures, 
you will see “All the Rules passed. 
Proceeding to Submit.” 

 
 –Click on the “OK” button. 
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• If your timesheet does not comply with the 
company’s Policies and Procedures, an error 
message will be displayed. 

 
 –Click on “OK” to return to your timesheet to  
 correct the error and resubmit your timesheet. 
 
 
 
 
 
 

 
 
 
 
 
Once you have submitted your timesheet for approval, you are no longer 
able to make changes. 
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